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Training Objectives

The purpose of this training session is to cover the key features and functionality
of the Evaluation and Award module.

At the conclusion of the training session, you will be able to:
[ Analyze Vendor Activity
(] Enter a paper response for a vendor
(] Add attachment to supplier paper response
(] Evaluate solicitation responses
O Award by item
U Finalize award
1 Publish Award
[ Reverse a solicitation award

(] Re-award reversed award
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Solicitation Evaluate and Award

Activity 10.1 View Supplier Activity

1. From the Solicitations tab, click Review/Award Formal Solicitations
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2. Click the Solicitation Activity icon sliin the Actions column

3. View the supplier names and information on the Supplier Activity page

Supplier Activity : RFPT1 - DTL Test 1-informal (Informal)

@ Show Vendors who have Viewed Solicitation () Show All Vendors

Checlc All Uncheck All

Show|All . entries Search:
Select Vendor Name = Solicitation Document Last Addenda Addendum Last Addendum Submitted
First fs) Document Viewed Dacument(s) Document(s) Response
Viewed Accepted Download Accepted Download Attempt
Attempt
Aug 26,2015
DTL Test Aug 26,2015 Ai%?zgi(']js No Addendum No Addendum 10:28 AM
O Stipplierd. 10:27 AM COT x x Document(s) Document(s) cDT
ol ot coT [40F 4] Available Available [20F 2]
Aug 26,2015
Aug 26,2015 y
DTL Test Aug 26,2015 857 AM No Addendum No Addendum 9:07 AM
O Sunplier2” 853 AM COT ot x x Document(s) Document(s) CcoT
i e & [40F 4] Available Available [20F 2
[ 0-1
Aug26,2015
DI 25260015 EIGED No Addendum No Addendum 10:26 AM
O Vendara 10:25 AM s x x Document(s) Document(s) cDT
o cDT 40F 4] Available Available [20F 2]
[ 1 =0

Showing 1 to 3 of 3 Vendors

4. If no activity, you can notify suppliers by clicking Notify Selected Suppliers button
(Optional — N/A for Missouri at this time)

5. Enter subject, recipients and message
Vendor Notification Utility : RFPT1 - DTL Test 1-informal (Informal)
Notification
Subject*

Recipients ™

Please separate email addresses with ;" (semi-colon) character. Eg jsmith@hotmail com; terry.sam@aol.com
Message *
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. Click the Submit and Return at the bottom of the page
. Click Done at the bottom of the screen to return to the Award Formal Solicitations
home page

Note: If the vendor has entered a Draft bid, you will not be able to
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Activity 10.2 Enter Paper Response
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2. Click the Evaluate Supplier Response icon “£from the Actions column for the

solicitation
Faorvrad Sodloil sl hodr) Ui Pured denlied v b0 il O o vl
RFPTX DML il vl 0 Lt Mg 25, 3015 Apivind WL

P15 AR T

3. |If there are responses, collapse Award Summary

Tatal Aoward Sarmmary F i 1 [ et chrad 11 0ot i o s Bonrt By Evi et B Tt (8 ﬁ‘J
BTL Test Suppllar Fin/a} 4 DTL Test Supplier 1(n/a) § Misseuri Test Vendor 1{n/a) & E
i Tl R Bl Tl al STIBNOE P Tl ¢ [ T
walssstod fiid Foial | il B | wiushod il Fotal | AP ERE B [vabasied ol Total = L ol

4. Select the Paper Response radio button
Evaluate and Award : SDA16000603 - Training 3.29.2 DTL (Formal)

In order to include paper responses to Formal Solicitations received from suppliers outside the system, please select the Paper Response
option below.

Enter Suppliers' Paper Responses

Upload paper responses received outside the system.

[®) Paper Response

5. Click orange Continue button at bottom of page.
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6. Type the most unique part of the supplier name in the Name field and add an asterisk to
refine the search

Add Paper Response : RFPT30- DTL test award (Formal)

E3eE
7. Click the Search button

8. Select the radio button beside the desired supplier name within the Search
Results section

WA ' T D, G, #5874 Ll Snates 4

9. Click the Continue button.
10. Follow the Wizard from Overview to Collaboration (by clicking on the tabs across the
top of the screen (defaults to Overview; Click on Requirements Tab)

thc_mrlE I_.H"S
RFPT30 - DTL test award (Formal)

11. Complete Requirements — update fields if any, otherwise, click on Questionnaire Tab

12. Complete Questionnaire Responses (some bids will not have all these fields) — if
none, click on Respond Tab

13. Proceed to and complete the Respond section for each line (as appropriate)
e Enter the Pricing that the Supplier has provided in their Paper Response

o Enter the Manufacturer Name and Part No, Supplier Part Number and Part
Number Extension (if provided — these are used in Catalog type items, but not
in all bids)

o Enter the Delivery Date indicated by the Supplier

o Enter any comments provided by the Supplier
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14. Click the Save button on the bottom of each page, if multiple lines, click next #
until you have completed all the line items.

Desired Delivery Date Delivery Location Delivery Date Comments;(Up to 2000 characters)
WA 07128120 | B
Date Not
Specified
4
Color
Yellow
Item Total: §

Intentional No Bid
3920000

* Denotes required item response

1 of 2 items responded.

‘@ -
Solicitation Group Item No : Your response has no attachment!

15. Before submitting your draft bid, you can attach any documents associated with that
bid. To add a document associated with the line item, click the paperclip icon under
Item Actions or Response Actions.

Supplier Item Documents for Formal Selicitation SDA16000603

Supplier Item Attachments

urposes only. By submitting your bid you are
No documents are attached to this solicitation item by the Buying Organization and will not be

inufacturer Supplier  Supplier  Response
[t No Part Part Actions
Number  Number

Ext

0@

* Denotes required item response
mments:(Up to 20001 2 of 2 items responded.

Your response has no attachment!

Date Not
Specified

16. Typically, a buyer would attach a scanned copy of the actual bid sent by the vendor.
Scroll up to the top of the page and click the Attach Documentstab. Then click the
Add Attachment button, Browse and Upload.
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Orders »

A

Requests ~ Solicitations¥  Contracts ¥  Invoices  Approval =

Reports

Admin ~

SDA16000603 - Training 3.29.2 DTL
(Formal)

Overview Requirements Questionnaire Respond Attach Documents Review Response

Draft Bid

Supplier Documents : SDA16000603 - Training 3.29.2 DTL (Formal)

Supplier Attachments

No documents are attached to this solicitation

Collaborate
Review & Submit

m Add Attachment

17. Once all lines have been responded to, click the Review and Submit button at

the top of the screen to the right of Draft Bid.

Overview Requirements Questionnaire Respend Attach Documents Review Response

Draft Bid
Respond as (Supplier Name) : Fairfield Information Services & Associates LLC

Note: Fields marked with an asterisk are required. If the solicitation items are organized in groups, then every
have a response in case the buyer decides to carry out the evaluation process for the group.

Feed

Collaborate

Review & Submit

item in the group has to

Total No. of Groups: 1

18. Review your response for accuracy and then click the Submit button.

SDA16000603 - Training 3.29.2 DTL
(Formal)

Overview Requirements Questionnaire Respond Attach Documents Collaborate

Draft Bid

19. Once your bid has been successfully submitted, click Close at bottom of screen to

return to Add Paper Response screen.

5. Bases for ADA Fixed-Height Desks

No. Item Name Qty Units Manufacturer Name Manufacturer Part Number Actions
17 ADA Fixed Height Single User - Single Screen Desk size 30 x 36" 20 each NIA NA [~
18 ADA Fixed Height Single User - Single Screen Desk size 30 x 42" 20 | each NIA NA =]
19 ADA Fixed Height Single User - Dual Screens Desk size 30" x 48" 20 each NIA NA [~
20 ADA Fixed Height Single User - Single Screen Desk size 30 x 60' 20 | each A NA [~
2 ADA Fixed-Height Single User - Single Screen Desk size 30" x 66" 20 each NIA NA =1
22 ADA Fixed-Height Single User - Single Screen Desk size 30" x 72 20 each N/A N/A =1

4 indicates the items which have been added or changed since you last submitted a response to this solicitation
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20. To enter additional paper responses, search for the next supplier, and repeat the
process. If there are no additional responses, click Cancel button to return to
Evaluation and Award Screen.

Add Paper Response : [FB16000300382 - Desk Bases and Accessories - MVE 2 (Formal)

Please enter the name of the supplier for whom you wish to enter a paper response.

Name

test*
Enem

Supplier Search Result for State of Missouri

Searching for Suppliers: Named as test*

Please select a supplier and press Continue to enter a paper response

] = ] CY0 X T EXI
A & O Business Services LLC D-TAP Drug Test Columbia, MO, 65203 United States & & g

Awareness Prog

Note: If it is a Pending vendor or the vendor is not showing to select, then a paper response cannot be
entered. The vendor must be notified of either of these situations before the paper bid can be tabbed in.
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Activity 10.2.1 Review Suppliers and Documents
Evaluate and Award : RFPS16000354 - DTL test 113015 (Formal)

In order to include paper responses to Formal Solicitations received from suppliers outside the system, please select the Paper Response option below.

Enter Suppliers' Paper Responses

Upload paper responses received outside the system.

Paper Response

Select the award method from the options listed below and review the supplier documents.

Select Award Method

Review and/or download documents and attachments submitted by suppliers as part of their response.

{®) Review Suppliers and Documents

Awarding By Item allows the evaluation and comparison of vendor responses at the item level. Line item delivery information is available utilizing this style.

Award By Item

This award method requires that responding suppliers have responded to all items in this Formal Solicitations. Any suppliers not respondingto allitems will not be
displayed
Note: Line item level delivery information cannot be displayed using this method

Award All to One

e EEDED
1. Click the Review Suppliers and Documents radio button and Continue

Documents that have been added to the solicitation using the paper response
functionality are identified with the words ‘Paper Bid next to them.

View Suppliers and Documents : IFB16000300382 - Desk Bases and Accessories - MVE 2 (Formal)

Review supplier list and any document attachment submitted by suppliers for Formal Solicitation IFB16000300382

Evaluation Notes

Division of Purchasing (n/a)
MO Test Supplier 4 (n/a) (Paper Bid) [Add Attachments] @
Office of Equal Opportunity (n/a)

STANDARD STATIONERY SUPPLY CO (n/a)

Close

You can view attached documents by clicking the paper clip icon.
To add documents, Click the Add Attachments link beside a supplier

wn

View Suppliers and Documents : RFPT30 - DTL test award (Formal)

Rrviapw wuppieer it and’ vy Gorusmsire sttachemeesd mebenltind by wpoiier fie Fonmes Soigitston 85 7 X
DT Tt gl | ] [l ATt |
L n'ad

Click the Browse button.

Locate a document on your computer’s desktop to attach.
Click the Open button.

Click the Upload button.

Click the Close button.
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Activity 10.2.2 Publish Bid Responses

1. Select Award method and click Continue

Review and/or download documents and attachments submitted by suppliers as part of their response.

& Review Suppliers and Documents

Awarding By Item allows the evaluation and comparison of vendor responses at the item level. Line item delivery information is available utilizing this style.
& Award By Item
Awarding Formal Solicitations by Group will sort supplier responses into their groups. Only suppliers that have submitted a response to each item in a group will be

displayed for the group being evaluated.
Note: Line item level delivery information cannot be displayed using this method.

® Award By Group

This award method requires that responding suppliers have responded to all items in this Formal Solicitations. Any suppliers not responding to all items will not be
displayed.

Note: Line item level delivery information cannot be displayed using this method.

» Award All to One

[ i | epotoa | oo
2. Select a publish action, then click Next button.

Select a Publish Action Vendor Attachments Award Notes Award Attachments
Bio Company Inc $0.00
Devil Dog $0.00
The Joker $0.00

Publish

) Do NOT publish
® Publish All Responses
) Publish Only Awarded Responses

Publish Custom Report

If publishing All Responses, note that confidential attachments are not visible.

2 D hments provided by the responding suppliers

£ Association of Missouri Charter Schools Responded

Type Document Visibility

Solicitation-level Attachments

Training doc.docx & m
< Acme Supply Co. Responded
Type Document Visibility

Solicitation-level Attachments

Training doc.docx

m - o=

Click Next button.
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4. At Award Notes tab, enter any notes to be included in report.

Show me how it looks

Select a Publish Action Vendor Attachments Award Notes Award Attachments

(40 & @@« %= mz]

(B I §|K|[= =|E =|»]

All responses received for this solicitation.|

[ v | e

5. At Award Attachments tab, click Attach Documents link and browse for any
documents to be attached to report. Upload, Click Save button.

6. Click Show me how it looks button to view report.

Publish Award Report : [FB16000631 - Training 4.1.3 (Formal)

Status: Published

Show me how it looks

Select a Publish Action Vendor Attachments Award Notes Award Attachments

¥ Display responses that are for itemns selected as "Do not award this item now"

Document Name Creation Date

Attach Documents

[roos [ ] o

Awarded Responses  All Responses

-
Supplier Alternative | Prod. | Manufacturer | Manufacturer | Delivery Item Price | Total | Awarded | Item Evaluated
No Name Part Number | Date Qty Item Qty | Total Item
Total

1 Part 46 Annual Acme Supply Co. Sep 15,2016  $5,000.00 1.00 $5,000.00 $5,000.00
Refresher f @ [ [}
Association of $6,000.00 1.00 $6,000.00  $6,000.00
Missouri Charter
Schools |
P Awarded

Award Details

All responses

Mandatory Documents

This solicitation contains no documents

Award Documents

rd Summarv 1 items / 0 awarded / 0 do not award now
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7. If publishing custom report, at Step 2 (Select a Publish Action tab), click Publish
Custom Report.

8. Follow same process for Vendor Attachments tab.
9. Under Award Notes, put details for custom report.

Status: Not published

Select a Publish Action Vendor Attachments Award Notes Award Attachments
[# 0 & @ @+ +[5][= = ™[]
[B 1 s|%|[= =]k |2

Put custom report details here.

body p

[rows L | cve

10. Since there is no award in this case, no attachments are necessary.
11.Click Show me how it looks.

Award Details

Put custom report details here.

Vendor Attachments
Supplier Attachments
Office of Equal Opportunity U}

Mandatory Documents

Type Document Name

ird Summary 1 items / 0 awarded / 0 do not award now
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1. From the Solicitations tab, click Review/Award Formal Solicitations

Activity 10.3 Evaluate a Solicitation

.“vl‘:'”-t- et D] @ e '—nuu.uﬂm-:..n!_l

MissouriBUYS ) | D
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2. Click the Evaluate Supplier Response icon “#from the Actions column for the

solicitation
Farrraal SORCILBRNT st P adhie] wasThng mvisaarion or swiar i
RFPTX DML it il O Liewi Aag 25, IS A cryind W'FRLe s

P15 AM COT

T

£ Frvbe | e 1p A1 Kty bamarored  Trees of Lo Lirpd mbeewabior, ey Py il bl Foopetfy Randin

Utilize the Award Tracker (Total Award Summary) at the bottom of the page to see a

summary of all bids and processes as awards are process. Note you may need to
click the double chevron at the bottom right to raise the window, if it's been
previously hidden:

Evaluate and Award : IFBC30034901600033 - CJC Invite for Bid for Training Sessions (Formal)

In order toindude paper responses to Formal Solicitations received f i the system, pk t the Paper Resp on below.

Enter Suppliers’ Paper Responses

Upload paper responses received outside the system

@) Paper Response

Select the award method from t! i below and review th

Select Award Method

[Total Award Summary 1items /O awarded / 0 do not award now Sort By Evaluated Bid Total + >
TS Test Vendor (n/a) 4| carol Capek’s Testing (n/a) 4 Bob Test Vendor(n/a)
Bid Total : $290.00 Bid Total : $3200.00 Bid Total : $350.00
Evaluated Bid Total : $290.00c0=) Evaluated Bid Total : %$200.00(0%) Evaluated Bid Total : $350.00c0%)
Awarded Bid Total : $0.00|  Awarded Bid Total : $0.00 | Awarded Bid Total : $0.00
Select Award Method
1items f 0 awarded / 0 do not award now Sorl
Carol Capek's Testing (n/a) j, JTS Test Vendor (n/fa) d. |Bob Test Vendor(n/a)
Bid Total : $200.00 Bid Total : $200.00 |Bid Total : $250.00
Buy Americani $-20.00
Evaluated Bid Total : $300.000%) |Evaluated Bid Total : $319.00(0%) |Evaluated Bid Total : $350.00(0%)
Awarded Bid Total : $0.00  Awarded Bid Total : %$0.00 Awarded Bid Total : $0.00

Use Scoring to assist in Awards, when used as part of Solicitations

71512016 STRICTLY CONFIDENTIAL & PROPRIETARY INFORMATION
Perfect Commerce

15




The Review page displays a side by side comparison of Vendor responses with
color indicators identifying whether or not a response to a question was

submitted and a check mark to indicate that a response has been scored.

Add Teams

Review Questionnaire : 1105 - Vendor and Tec...

\ Air Supply v~

Brady Designs v

Weighted Score

| 6875

8875

Network [Weight : 50]

Will virelessly
lconnected devices
lsupport the u...

Yes

v

S0

| <

kypes (e.g. large
image f...

Identify special data

Image files greater than 5 MB

Image files greater than 2 MB including JPG, PNG, BMP, xCBL documents greater than 2 MB

V] | s0

| 9 | 40

Choose the time
frame in which the
|system is sc...

Securi Weight : 25]

Less than 1 month

Less than 1 month

Does the system
lsupport
lcommunication
using the...

Interface [Weight : 25]

Y 100

| Weighted Score

6875

8875

(Green = Response Submitted / Red = Response Not Submitted)

5. Click the Award Bid by Item radio button

Pzt Bt e

Sehect Aoscard Method

6. Click
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7. Click the check box beside the lowest supplier responses for each item on this page

8. Click at the bottom of the page for multiple items for award (moves from

Solicitation Item No 1 to 2

9. Click the item See Details icon gto view additional item information

10. If more than one vendor submitted a bid, you may Click the Award to Multiple

Vendors check box for the item Llin order to process

[ — =, J— Syl

Sl T M n

11. Click the checkbox | beside the two lowest supplier responses for the item on this

page
12. Click Done to proceed
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Posarded Iems and Informal Solicitation Winners

Sapplet | Mmtnathe | Frod

oL
Purrdats 1

il

2 Erel Une L SapF, SSO0OG  &00  ADD SLS0000  F1LADOO0
1 s

P - 3

P bwarded

consecrn | oot [ s [ contr | ome

13. Click the Evaluation Notes button.

Ewahestion Notes

14. Click the Add Notes button.

15. Type “The two awarded suppliers for each item had the lowest responses” in the text
box

16. Click the View/Edit Justification icon 4]
17. Type “Supplier is local and can provide delivery in less than 24 hrs”

Note: After a Justification is entered for a solicitation item at the time of evaluation the View/Edit

Justification icon mwill be green. A green View/Edit Justification icon will indicate that a buyer
has previously entered in a Justification reason for the solicitation item. View all previously

entered Justifications by clicking on the View/Edit Justification icon m

18. Repeat steps 3 and 4 until all items have been awarded

19. Clck
20.Click

21.Click the “Submit to Workflow button”
22. A note that “This solicitation has been submitted to pre-award workflow approval” will
pop-up, Click “Close”

23.This will take you back to the Award Formal Solicitations List Page
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Activity 10.3.1 Export Bid Tab

1. Click Evaluate and Award icon, Click Award by Item and then the orange Export Bid
Tab button.

Select Award Method

Review and/or download documents and attachments submitted by suppliers as part of their response.
Review Suppliers and Documents
Awarding By Item allows the evaluation and comparison of vendor responses at the item level. Line item delivery information is available
utilizing this style.
® Award By ltem
Awarding Formal Solicitations by Group will sort supplier responses into their groups. Only suppliers that have submitted a response to

each item in a group will be displayed for the group being evaluated.
Note: Line item level delivery information cannot be displayed using this method.

Award By Group
This award method requires that respending suppliers have responded to all items in this Formal Solicitations. Any suppliers not

responding to all items will not be displayed.
Note: Line item level delivery information cannot be displayed using this method

Award All to One

2. Open or Save the downloaded Excel file.

Note: The document opens in an Excel format in the Summary view, and there are 3 views

Summary View — provides summary information on the Solicitation:

i . [T —

[ g ]
Hamatumber: 1071 Teat todormal@F P11
Sote i intatioe Type Pocaty
Descngien descngmaon
et Dl - Fime o 75 004 - 0100 AM 07
Open Dute - Terw Sep 2 300 - 200 PM COY
Colishonibon Stat Date - T Aoy 76 D085 . 8 45 AM COT
Collaboation Ead Date - Tovd Sap 2 2045 - 1 45 PM COT
Wnor ey & buys! devctly bis
Payrart Terms: Vendor Spactied
Dwivery Tecrm: Fres On B Dipstrstion

Docwmnis: Con Work Authongaion 9o
Pasponal Sobmital Checiinf docx
Extutil G - Micallisiinr bnkyraion docs
M Sl Tarmsn ol Conditions Soei
Cobaboratin Contas ims . RFFT] . Adtenm 8 .7 [l

Aesdunda: s FFPTI_vf_kog 3 15 pdt

Vesdors: Tl Capwior Tesng
Campiym b P T Wipndior + Viiame Wiiares Vilamm
D%, Tirst Somppleei 1
L Tk St 2
M Tt Minsdad 1

[ Summary Response by tem | Response by Vendor

3. Click the Response by Item tab at the bottom of the Excel file to display the supplier
responses for the solicitation items
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Sep B 208 900
T
Bep IL0NS w0
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N Sepl F0H SR

vy | Ramponus by flem | Wariponus By Viador
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Note: You can download this document to your computer for further evaluation or manipulation of
the data during the evaluation process

4. Click the Response by Vendor Tab to see the Vendor Responses with a side-by-
side comparison of the responses. It sorts the bid information by vendor.

A

1 JOTL Tes Suppliar 1 D71 Test Supplies ¢ Einoud Test Vendor 1 Carcl Capal's Tastiag
e

£ 0] 504 () 50 04 bl
[T 600 %00 00
(1 1 o

5. Close the Bid Report exbel file
6. Click the Done button on the ltem Award Report page

Note: Contact information is located on the first tab. There are other fields on the 2™ tab that will
be used if additional line item fields are used in the bid.
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Activity 10.3.2 Awarding no-line item bids

1.
2.

3.

From the Solicitations tab, click Review/Award Formal Solicitations
Select the Evaluate/Award icon

Formal Solicitations that have ended awaiting evaluation or awarded

seliciaton = Sndbate

IFB16000631 Training 4.1.3 D Lines Apr 9. 2016 under {1 TR =N
2:00 PM CDT Evaluation

RFP16000596 " DTL category test D Lines Apr 6. 2016 Under W iE =
2:00 PM CDT Evaluation

RFP16001009 Test no line item DTL D Lines Jun 13, 2016 Under WP
10:00 AM CDT Evaluation

RFQ16000628 " Training 4.1.16.2 D Lines Apr 9, 2016 Under MmFLE i
2:00 PM CDT Evaluation

Displaying: 1-4 /4 = - =

If vendor has not attached a document, you will need to Click the radio button to
enter a paper response.

MissouriBUYS State of Missouri - Stage v Deidre Lines =
St epracurement syser

M  Requestsv Ordersv Solicitations» Contractsv  Invoices  Approvalv  Reports»  Admin~

Evaluate and Award : RFP16001009 - Test no line item DTL (Formal)

In order to include paper responses to Formal Solicitations received from suppliers outside the system, please select the Paper Response
option below.

Enter Suppliers' Paper Responses

Upload paper responses received outside the system.

Paper Response

Enter the name of the supplier and click the Search button

A Requests¥ Orders» Solicitationsv  Contracts~  Invoices Approval» Reportsv  Admin~

Add Paper Response : RFP16001009 - Test no line item DTL (Formal)

Please enter the name of the supplier for whom you wish to enter a paper response.

Name

Enem

Select supplier and click Continue button.
Go to Attach Document tab. Click Attach Document button

4 Solicitations~  Orders~

RFP16001009 - Test no line item DTL (Formal)

Overview Reguirements ‘Questionnaire Attach Documents Review Response Collaborate

Supplier Documents : RFP16001009 - Test no line item DTL (Formal)

Supplier Attachments

No documents are attached to this solicitation

Browse for document and click Upload button.

Return to Evaluate and Award screen. You will only see one Award option.
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Select Award Method

Review and/or download documents and attachments submitted by suppliers as part of their response.

& Review Suppliers and Documents

Select the vendor(s) to which you would like to award this Selicitation.

® Award

coe

Click Continue button

6. You may award to One or Multiple suppliers.
Award : RFP16001009 - Test no line item DTL (Formal)

Evaluation Notes

I3} Test Supplier Four-MO (n/a) @
) Test Supplier Three-MO (n/a) @
') Do not Award now ¥ Award to Multiple Suppliers

m €53

Select Supplier(s) to Award to, you may need to click the ‘Award to Multiple
Suppliers’ in order to select more than one. Click Done and Submit for Pre-award
approval.

7/5/2016 STRICTLY CONFIDENTIAL & PROPRIETARY INFORMATION 23
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Activity 10.4 Finalize Solicitation Award

S g .
The Finalize icon ;gwnl appear after all approvals have been completed. No changes to the
solicitation award can be made by the originator of the solicitation without having to re-submitthe
solicitation back into workflow.

1. Click the Finalize Award of Bid icon cﬂ from the Actions column for the
Solicitation Eﬂ from the Actions@i from the Actions column for the
Solicitation Eﬂ from the Actions column for the Solicitation

SL01%}

o [ v e gt 55 G | 4
MissouriBUYS

Award Formal Solicitations
D gairation Lbse Ered Dt s riveg Between el

&
L]

a
B

Finer Sclicitatiom
Fon B e TP Pl TR i 5w 0 6 e (]
EFPT DT, ot el O L Feg 25, 2085 Apprted iFRy f
A AN CDT
Fram i=er]
3 |

Brings up this screen:

Finalize Formal Solicitation : RFPT30 - DTL test award (Formal) A
1 ardd 4o Faarmmad Sollcatbon B W1 X0 o vy oresls s sersd a o 1 pvn e watice
1w wa ting e Croate NotTRstion Bt s besowy. Sepipct sl My 3o not wiih 5o 0onnes sath e s,
[ P | ot |
ity Notication™ shove, Wi sy (onskie | -— g o i ".l.ﬁ-ll'!. -
Select Vendors to Motify

Cimalbrmmation: '

2. Optional - You can Click
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. Scroll to the Vendor Email Form.
Complete in the required fields.

3
4.

5. cick [EE
6. Click ok |
7. Click I

8. If no Email Notification is required skip 4-7 and Type the word “YES”in the
Confirmation field at the bottom of the page

= L it Sl 1§ {ru'i) ]

ot ™" By b ewireruaions: buond i, T Eoirnearth oo Theb Seroien. i ik Sl

Comlismrustione | w
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Activity 10.5 Publish Award Report

1. Under Finalized Awards, click the More Actions icon.

a bk~ owb

Finalized Solicitations Retracted/Canceled Solicitations
o

Past Formal Salicitations that have been awarded.

Do NOT publish
0 Publish All Responses
18] publish Only Awarded Responses

- Publish Custom Report

Click the Publish Award Report icon
Select a Publish Action

Click button at Publish Only Awarded Responses
Click Next button.

Publish Award Report : IFB16000785 - Transmission disclaimer test #4 (Formal)

Status: Not published

Select a Publish Action Vendor Attachments Award Notes Award Attachments
& Display any attachments provided by the responding suppliers
< Division of Purchasing Awarded

No documents are attached to this solicitation item

Previous - Close

7/5/2016

6. Vendor Documents tab defaults to display attachments, uncheck if you don’t want to
STRICTLY CONFIDENTIAL & PROPRIETARY INFORMATION

Perfect Commerce

IFB16000785 Transmission disclaimer test #4 G Vanderfeltz Apr21,2016 Apr 21, 2016 & E Y H
10:330 AN T T
| solicitation IFB16000785
IFB300215016000245  Project Management Workshop in Using B Dixon Nov 23, 2
the ... 3:00PM| = Award Report
| By Copy Solicitation
IFBC16000922-GSV Formal Test for 1 line item bid G Vanderfeltz May 18, ]
go0an| B Solicitation Workflow Review
| Ea Send email to vendors
IFBC16000937-GSV Grocery ltems - DOC G Vanderfeltz May 19, ] 3 Download Solicitation Documents
10:45 AN
| & Print Contract Report
IFBC16000944 Grocery Items - DOC - test for Agency le G Vanderfeltz May 20,1 § Publish Award Report
...... 8145 AM | ¥ Reverse Award
IFBC16000962 Grocery ltems - DOC - Test 2 for PO limi ...... | G Vanderfeltz May 24, 2016 T May 24, 2016 T FIF=X-—X1J H
1:35PM CDT 2:00 PM CDT
Select a Publish Action Vendor Attachments Award Notes Award Attachments
Division of Purchasing $50.00
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display. Click Next button.

7. At Award Notes tab, enter award notes. Click Next button.

Status: Not published

Select a Publish Action Vendor Attachments Award Notes
BREE « il o
B I § |E|[|lx= := 79

Enter Award Notes|

body p

8. At Award Attachments tab, click Attach Documents link, browse, upload.

9. Click Save button.

10. Click the Show me how it looks button at the top of the page.

11. Close the solicitation board view window by clicking ﬁln the top right corner of the
page.

12. Click the Close button- Returns you to the Finalized Formal Solicitation Page

71512016 STRICTLY CONFIDENTIAL & PROPRIETARY INFORMATION
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Activity 10.6 Reverse a Solicitation Award

1.

Click the Solicitations Dropdown and Select “View Archived Formal Solicitations” or
“View Archived Informal Solicitations” depending on your type of solicitation

Click the Additional Icons (3 dots) to see the additional icons for your Solicitation.
Click Reverse Award icon ¥for your solicitation

Click the Uncheck All link at the top of the Select Suppliers to Notify section

Type “Wrong Award Document associated during the Finalize Award process” in the
Reason for Reversal text box

Type “Yes” in the Reversal Confirmation text box

Click the Submit button

Click the Close button

71512016 STRICTLY CONFIDENTIAL & PROPRIETARY INFORMATION
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Activity 10.7 Re-Award Reversed Solicitation

1.

2.

10.
11.
12.
13.

14.

7/5/2016

Click the Finalize Award of Bid icon “®for your solicitation

Click the Publish button

Click the Publish Only Awarded Responses radio button

Click the Attach Document(s) link
Click the Browse button

Locate the appropriate document on your computer’s desktop.

Click the Open button

Click the Upload button

Click the Save button

Click the Close button - Returns you to the Finalize Formal Solicitation Page
Click the Uncheck All link at the top of the Select Vendors to Notify section
Type the word YES in the Confirmation field at the bottom of the page

Click the Submit button

Click the Close button - Returns you to the Award Formal Solicitations List

Perfect Commerce
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